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AECURITY IN OFFICE ROUTINE

STATINTL

STAFF DUTY CHECK REMINDERS STATINTL

Reference: Piragrspb & of Cld Begulstion

i. This Notice suggests & pesns of reminding Staff Duty Officers
of thelr sssigned duty of Steff Security Check fn orxder to reduce the nmuber
of open-safe and other security violations.

2. It has been cbserved that & nmumber of such violaticns are the result
of fallure on the part of smployees assigned the duty of Steff Security Check
to remegber thelr sssigmeents.

3. Security Officera of the various offices are presently distributing
to appropriate aress minlature wooden replices of fowr drawer safe files vhich
have the wvords “Staeff Duty Check” printed on the top and aides to be used as
rexinders to persons assigned the duty of Staff Security Check. It is
snticipated that the minfature safe file will be kept om the desk of the person
sssigned Staff Becwrity Check until he has completed the check, at which time he
will pass 1t on to the next Steff Duty Officer in the aree concerned.

%, Yt 1s believed that if each esmployee cooperstes to the fullest extent,
the use of these ministare safe files will be an effective precsutiomery
mensurs in raducing open-safe snd other security violations.

5. In the event that sun sdeqguete supply of the miniature replices is not
received in the initial distribution or if a replacement is desired, n request
for the mmber of replicss needed should be Security
Branch, Security Office, Room 1416 "I" Bui STATINTL

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. VEITE
Deputy Director
{Admini stration)
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